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This paper is cne in a publication series contaiaing

ral knowledge which can help colleges and universities in tre
various phases of developing comprehensive cooperative education

prcegrams (see note). It discusses fundamentsl factors that must be
considered in implementing a ccoperat -: plan ana gives guidelines
for putt;ﬁg into effect the stage three impleumentation plan/budget
discussed in CTE 028 337. Among the implementation areas addressed are
publicizing the decision and plan to adopt a comprehensive
cooperative education program, designing the calendar and scheduling

courses,
administration,
Erogranm,

seeking technical assistance, orienting faculity and

marketing the institution and its cooperative

recruiting students to the campus, recruiting students to

the seéperative education progranm, setting criteria for studernt
participation in cooperative education programs, airing airector and
staff;ng the Frogram, hiring and training staff, determinicg

regi

procedures, establishing employment progrem, developing

‘Sjabs, plaGEEEDt process, maintaining employer relations, counseling
and preparing students for work, aﬂardlng academic credit, aeveloping
and maintaining forms and records, building relationships with other

rtments, building re*at;cnshlgs ‘with faculty, an< corganizing and

using an advisory committee. - (YLB)
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Preface

The success of a cooperative education program at a college or university depends i large
ym is structured and the cars that is taken in implem
the piarn. Each sys ter of the institution, ye
every instance there are certain fundarnental factors that must be corsidered In the followi:
pages many of these factors are discussed, suck as credit policies, calendar design, cengall
vs. decenrralized program structure. costs and mcome, and others. The pros and cons of the
various approaches are presented. and recommendations are made  kased on the dive=
experiences of other institutions. Neither the issues addressed here nor cne discussion of ther
many facets can be presented in their entrety because of the uniqueness of each situation, the
spanal limitations. and the unfoldment of knowledge which continues as institutions undertake
the development of comprehensive cooperative education programs. Houweuver, the topics
addressed in the fallowing pages form a framewark far implementing a cocperative plan,
which can be built upon through individuel consultation.

on the manner in wwhich the pro
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This project was carried out under the direction of Ralph
C. Porter, Executive Vice President and Director of the
MNationai Commission for Cooperative Education, with
John Dromgoole, Assaciate Director, serving as principal
consultant and Claire B. Wright, Assistant Director, as
editot. It has been made possible by a grant from the U.5.
Department of Education and through the membership
support of numerous colleges, universities, corporations,



\a.[th Lrhe

pllsh the pérfmman
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tlvaS
A first step in the implemen Eaticj'. if not already done, is to publish the
:phv of the program and the goa l established for it by the pl.:mnmg’ roup. The
- ﬁpeal\lm, for the planning group would be an appropriate promulgator. Program
goals might include the following:
» Tc; hr‘lp students better understand classroom learning through application
situations. The off campus cooperative Jab serves a purpose similar (.
ratory periods that are part of o many s rses. Through tL\E

3 ol theory and foncepts in Coo tion project
classroom learning is reinforced. Furthermore, J vironments are
i:irmlar to *tuatléns Er\L‘DuﬂtFFE( Dv atgdénts ‘, uatxcm Thmuqh

atic:m

rhi starv ph;l@sxj zhy aﬁd DthEl’ studuea. thb wtjrld fo caT\pus may
labcratary Fu. tntarrr\cxre there are Dpp@rtumtles to return ta the

. tter orepare students for careers. Through the cooperative plan,
ts will be able to learn of occupations and careers, will come to
tand the nature of i rams and work experiznces
rv for careers that ind can test tentative career

{

while there is stiil time to alter ac .

The planning group should be prepared to htjld ﬁ‘lEEtlr‘iqs for those who may nat
have become familiar with the ctj@peratwe plan during I and Il processes
and whe have questions not answered in the announcement.

Operating Procedure and Policies

The mechanics of the program's policies and operating procedures should be
published for students, fﬂfu[ty and administrators on the campus and for employers

i

off the campus,
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r and Course Schéduling

ar has bi‘ agreed upon, a number of ¢
d to examine the calendar s impli

; affected wi H be the régxstra financia
. & calendar change will pr@babl;’
c haps ev2n changes in the data base itself. A
mean ;ﬁaﬂqu: in the times of the year when course 2 5
with ahich courses are offered. If the Iength uf
room utlluzétloﬂ lf courses are it: be rep

rsonnel and the
erations. Among
ons. and housing.
"‘, new computer
-round operation will
led and the frequency
changed. it will affect

5 rewritten.

j

'

=
i
‘(‘ ‘
T

- O

2pac IFR ged and ﬂerhaps taug"\t at ulff a .
lil requires changes in course scheduling aﬁd course "éd ,S,Jﬁi this should
early in the program's development. Where it is p@ssibl& changes in hedglmg

should be tried on a pilot basis. even though students may not vet be Eﬁrclled in co-
op. If. for instance, both halves of a two-unit course are to be taught in one term. the

rep

lum must be rewritten, and students can be scheduled in pilot sections for the
resritten curriculum if not across the board.
Where the dates of the semester or quarter are to be different. the institution

would do well 1o move inwo [h:fse; new dates bt}féfé StuantL are available to

)
0%
3

I‘ the mstltutmn is tD
J|u be a mare feasible

f ) I

approacn. Thai s =d4cn Inc ummg freshmar class x.ssc;)uiu Decome the next class to
participate fully in the cooperative program. If it intends to maintain a traditional
option while emphasizing extensive participation in the cooperative plan. a more
rapid implement.don can be realized if the institution's calendar and course
he cooperative education students. rather than

!

to thye ﬂt—;‘EdS of t
to those fcnllcmmq [he‘ tmu, nal pattim.
t:| programs. it will most likely be nec

the sumimer. EE:CaUSt‘ this o
Jum.q and he :

i pdur ation to

In both alternating and [;Jd
lrﬁP[EFﬁEr‘t a relatlvrfly ful! nfferl

=
| \"
v

will be negded
facilities. |
Using 'Technical Assistance

Key administrators and faculty may ebtain technical assistance in operating
cooperative programs by hiring consultants or visiting other institutions to nbser
their pragrams and their impact on the campuses. In both instances, the co Lultant -
or the institutions must be appropriate for the purpose. The nature of the mfarmatmn
sought should be clearly thought out, and the consultants to be hired or the
institutions to be visited should be fully aware of the information which is needed. To
identify appropriate copsultants and institutions, campuses may contact the
Cooperative Education Branch of the (1.5. Department of Education. directors of the
Centers conducting training and providing technical assistance, or the Mational
Commission for Cooperative Education.

Orientation for Faculty and Admimstratlcn

If not already part of the Stage [l process, organizing orientadons to inform faculty

Mt
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't i5 usually helpful to a es:; Ehé community’s”

well as that of the im institution so
arly on the questions aﬁd concerns i:zf the different groups
- tHF Dmgrerﬁ While the promotional material will
a5, it will be maore effective if it can be

1 al quuL‘ m ‘&hxrh it is bﬂmr, sent,

f
P

tings for guidance counselars and employ-
ed a great deal of infarmation abou! co-op and how it
'=tuden: TﬁE\, w:ll alsc_a nezd rrEquent fallo\» up visits a Lnd
ik d in the mfurTﬁht‘m sent m gmda*‘lce
SouUns vimrg Emplovers are geﬂerally quul{ to recognize the economic benefits of
: atine education when these are 8 are frequently
bl to address both groups at t s. It is also possible to

: D5 arfio the Cgrnpur i vpe rientation FﬁEE[lﬂgS
5 in the communities frc 1 the odtion c*r.:w'f- or hape% tD

, have alsc:

ar‘d [ﬁt“ Cu@pgratwe education depart-
activities, Co-op should supply facts
Coop may wish to do job



O

ERIC

Aruitoxt provided by Eic:

development in areas where admission; recruits successfully. Infermation on
is useful to admissions in

Student Recruitment and Participation Policies
Recruiting students is one of cooperative education’s most constant activities in the
initial stages of program development on campuses where participation in
cooperative educatien is optional. Even on campuses where cooperative education is
required. it is still helpful to promote it with the student body so that resistance o a
“requirement” is minimized.

Some | s that will influence the effectiveness of the on-campus recruiting
include the following:

* Where cooperative education is optional, the institution will find that student
participation in the early stages wili depend to a great extent on the
encouragernent provided by the facuity.
enrolling in an institution because of its cooperative plan should be

contacted soon after they register in crder to reinforce their interest.
+ Job information. learning opporturities, and salaries must be presented

frankly and clearly. Misconceptions are a frequent outcome of overly enthusi-

astic promotion.

* While most cooperative educators recognize that the real justification for

ceoperative education is in the learning to be acquired, the earning possibil-
ities will often be more attractive to students in early discussions and in other
promotional activity. Caution must be used, heever. as students partici-
pating only for money wiil frequently se=k out the best paying jobs and ignore
some better learning experiences.

* [n addition to the faculty's encouragement. the program staff will find that the
use of articles and advertisements in the student newspapers, spots on the
campus radio and TV stations, and posters in strategic locations such as the
dining areas. the library, and department offices are important parts of the
recrujting effort.

*» Individual mailings can be sent to students to inform them about cooperative
=ducation. If students are given information about cooperative education
through the material sent to freshmen and advance standing students, they

wili be familiar with the program pricr to reporting to the campus, and this
knowiedge may increase their interest in participating.

s Satisfied students are the best public relations of all. Jnce the campus has
had some experience with cooperative education. students wili talk about
their experiences and the learning they have acqr * Most will be willing to

at orientatic e and student jioups about cooperative

.ication. Most impuitant, stucents wil - mphasize experience and learning

over the financial aspects.

If selective criteria have been established for student participation. this should be
made clear in the promotional materiai. Students will be unnecessarily annoyed if
they apply to the prograry and are turned down ber »use of an inadeguate grade point
average or for snma other reasca. If <5 Sequireme. . tor the program or for specific
jobs are © iy se . an indi-. uar ouiing to qualified students will cften prove

ifactive, ~his is eanecially true if cocperative education is recognized as a selective
program.

[ the ...y term, participation in cooperative education should be open to all.
Oftentimes students who have not decided on their majors or who are academically
marginal are those who ~an most benefit from cooperative education.
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" As soon as students have applied to the program itis important that a sysiematic
process for t:(:mna:ung them with jobs be i ted so that they are confident
scemething is happening to make themn part of the program.

Students banned from participating in other campus activities may be subject to
review relative to their eligibility fer cooperative education. Standing committees that
pass on eligibility for participation in campus programs may be t‘bie mast anpropriate
u . zview questions of =iigibility for cooperative education.

There may be reasons for establishing matriculation requirerments and pre-
requisites for participation. It is bette- to have uniform, institution-wide policies rather
than a variety of requirernents specified b/ departments. Inctitution-wide policy will
minimize confusion. Policies common to all departments will enable students to
rmove from one department to another. Most cooperative .->agrams have found it
helpful to require students to complete the freshman year before entering cooperative
jobs. They are more mature, and employers believe that the more advanced students
are better prepared for work experience. Some institutions require advance standing
students to be in residence for a minimum period prior to their participation in co-op.
This permits them to be assimilated into the campus and to establish a grade point
average. -

The number of terms in which a student is expected to work should also be
defined. When not operating under federa! funding there is no minimum number of
terms. Students in alternating programs may flnd the experience to be more

-~

" productive if they can work two consecutive semnesters rather than two alternating

since employers are more inclined to provide greater responsibilities. However, with
longer commitments, there are fewer opportunities to explore different occupation
aﬁd career areas, withc::ut Extéﬂdiﬁg ihé time fDT graduatiaﬁ Students who start co-op.

E!per‘EﬂQE'S and still graduazé ina 'ata! of four } ears in both alte,matlng and para”zl
programs.

Hiring a Director and Staffing the Program
If a director was not hired in time to help design the program, another first step in the
implema="3tion * ;2 is to identify and emzloy someane for that position.
ftk llowing criteria should be considered in the hiring derision:
abiuty t> work with individuals from the areas that are involved with coop-
erative education. In addition to students, this include: faculty, administra-
tors, emnployers, and funding sources.
* An awareness of the different ways in which =xperience can b+ “rsigned to
maximize learning.

¢ Administrative talent, j.e., qualities such as accu  : empathy, the ability to
communicate effectively, persuasiveness, orderly thinking, firmness, and
flexibility.

The director (and the coordinators) may be recruited fram the faculty or frr:sm
occupations outside of education. If a respected member of the facuity’ is chosen as
the directar. the carr.us will have more confidence in thi program'’s educatlgﬂal
emphasis. Furthermore, if the director comes from an underloaded department and
will not be replaced, there is no net increase in the personnel costs for the campus.
This value also holds true for coordinators who are recruited from the faculty ranks.

Hiring and Training the Staff

While the coordinators and staff need not come from the faculty, these employed
should recognize that their primary role is that of an educator. Their responsibilitizs
require them to be empathic listeners, persuasive zalespeople, teachers, and adminis-

5
D
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Ry will need an

me thm thzjt needed fur
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tends to be more time
d more selling than that
rts jr:b file wil! need

ime é\?llﬁq! dt:\emp

m

e B i ouro an r—"\\lrt‘jr‘\rﬁ‘fﬁ
st yvear of the arogram’s deveiopment, a studﬁnt placement ioad for a

more than 50 students while that of an en qlnE‘ér
ts. The inads »ill aiso » any according to factars
srdinators, assistance given by the faculty, and
putatn:n of the institution. The coordinator who is a su
rson or whio is able to incorparate other timu saversinto the job can
ts while Carﬁmr:; Dut hIS/hEF re,spgnsibilitles more gfre:tuel»

) - ceead

f‘DDrdma[Qr

anan so that they will be p epared to help
ts and the acadernic programs that wiil

3

; and job keeping skiils needed to
employers: learning the art of
ting leads. becarﬁiﬁg Séﬁsmvé !:c:\ Eﬁmlm s needs, and closing a sal
g learning objecti cts to help students focus on the learning
ial théir @ff ampus wark EKPEI‘IEHCFS

L
C
w

f q can be thamed in reputable tranmg programs, but training
will also have h:- be done at the institution by the director.

Just as faculty development is an ongoing activity. the deve!aprﬂent of the
coordinator staff is never complete. Such development may be largely an on campus
activity, but it is also important that coordinators have opportunities to share ideas
and !=arn from &:hers in the field of cooperative education by attending conferences

.and workshops related to their work and level of development.

Registering Students for Cooperative Education

Where credit is awarded. students will be registered in a course, generally a coopera-
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e with discipline or depantmental desis
'ge.ar;jiﬁg_’ fr'dlt in thzt S[;_nj

szuden will remain an their co-op jobs afier the first
operative education and thus they avaoic i ui

ths behavior generally doesn sult

of tuition coilected for cooperative education credit re

rather than nst income, there are other negative results:

perative programs are expected to gen

C tht:[r \sﬂﬂh,

Some o

T

. [
Cuﬁtr'bgtnn tn thr edu;atmﬁal p cess.
visibility on the campus.

*+ Another concern is that the outcomes of the cooperative program may not ke
fully realized. If, in fact. the program provides education. motivation to
persist, and funds to keep some students in school who might otherwise drop-

5 5 Sh@ulrj‘ bé kﬁ@w‘\ Eut this will ﬁat bé so if students do
ntial to good

mained in their jobs
dit. The rationale for such

twould net seee yeduly cnercive ta recgiee radents whe re
to register for co p&ratxw education, whether or not fﬁar cr
a r=quire 1ent might go this way:
* [t wasthe efforts made by the staff to convince employers to provide meaning-
ful pmd Emplayment tnat ha\.e pmduced jobs (h L

[ ﬂh

are t‘ th educational
se, the jobs balong to

th? ;chma. The CDGQEF&IHVE Ptaﬂf are the rmders.
+ The liaison and supervision performed by the faculty and staff move
= . R ' H - [

& =r3 1o continug Lo grov

Where Stud nts are working but not registered o

= ,:: lan, the program’s liaison with érﬁplayers may be discontinued.

aison falls off. so does the quality of the experience. Employers
intot hmk of the job as only a spurce of income for students rather

. an educational experience.

To carry out this policy the following may be necessary:

+ The school must diligently maintain its Supervision and its communication
with employers.

+ Complete emnployer loyalty must be gained. Employers should recognize that
if they do not support the schaol's position, they cannot be assured of services
*hen they need them. In the long term, close coaperation and mutual support
will serve the emplayer's needs more effectively, The employers believe the
program is valuable to thern, but that is largely due to the serfvices provided
by the school.

s The quaiity of students, their preparation for work, and the service to the
employers cannot be permitted to erode.

* A strong job development effort should always be in force. Cooperative
enrollments may also fall off if some students do not find the cooperative jobs
they were |ed to believe existed by the promotional efforts of the department.

+ If the slowing of the program’s momentum is due to a falling off in staff enthu-
siasrm and resilience, which can and does happen quite frequently in coopera-

r
o
]
T
b
—
‘H
—_ u'E'
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ive education, it is necessary for the leadership to assess the cause xnd take
to reverse the situation.

Employment Program
The employment prograrm is that activity which includes job developmert, emplayer
liaiseri. and placement. Decisions made in Stage il will provide direction and
guidance in administering the employment program. The decisions will include:
* The extent to which jobs arz study-related and/or are in occupations and
career areas in whizh students may find success after graduation.
o The s;irtumstam‘:es under whi:h studems will m:rfﬁaily bé requifétj to return

. The nurﬂber Dfserhesters that studen:ﬁ TﬁLSt t;Dﬁrnlt in DrdEf 1o participate in~
co-op whether in parallel or alternating programs.

* The emphasis placed on alternating as opposed to consecutive work
semesters.

* The means that will be used to continue students on the co-op rolls who
remain with their co-op jobs but choose not to register for co-op.

* The division of responsibilities for job development ard emplover
maintenance and liaison.

. *He Emplayerz respgns:bll ties tD students aﬁd m thé msmutn:.n

that p!a;ément penr:)ds should altémate ona regulur tmsns with on- :a'npus pet xc:ds ::,f
schoaol. In the curriculum where cooperative education was first developed, enginger-
ing. there was a good rationale for this philusophy. Most engineering students
become engineers, and engineering jobs provide opportunities for students te apply
‘héif learnmg qulte dlréa.y The analcgy hardly hglds true F studems in the llberal

EX!EHSIGT’IS of their uﬁdérgraduate maJDTS and where few ;tudy related fESpDﬁSlblllt!ES

_are available. The cooperative program may serve the career needs of liberal ants
~+udents more effectively if a number of jobs are developed in areas in which liberal

arts graduates have been able to develop careers. These include journalisrn and com-
munication such as radio and TV. company publications and pubiic relations;
medicine and health delivery systerns: law and the criminal justice system: banking.
insurance, and investments: business and industry; municipal, state and federal
government; ecology and environmental protection; and human services. Many
occupations in these [ields can offer entry level jobs for liberal aits cooperative
education students and graduates. While providing experience, these jobs permit
students to learn of potential occupations and careers which may be open to them.
They also cause students to become more aware of the courses they should take to
enhance their employability. MNevertheless. job development for study-related
positions in the liberal arts should not be neglected. for most students want these
experiences, and also the faculty tends to be more supportive of study-relaied work.
One of the difficulties with concentrating on study-related jobs in the social sciences
and the humanities is their relative scarcity for both undergraduates and graduates.
Many professional jobs in fields such as history, sociology, etc., require a Ph.D
ngever Jc:b develapment for studeﬁts in the prafessn:nal StudIES shauld be

ex,pla,ratlan. Whnie some, as a résult of thexr wr:,rk expenemfe or other reasons, rnay
change their career choice, mast will continue their undergraduate programs into
careers related to their majors. Furthermore, study-related jobs for students in the
professional programs are more readily developed and tena to provide sound growth

opportunities. 7
5 8
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For certain kinds of experiences in the liberal arts, the fine arts, and in education,
it may be necessary for students to work on a volunteer basis; but as a rule, volunteer
experiences are less representative of the world off the campus than paid
employment in terms of demanding responsibility, initiative, and accountability.
While sonie employers need voiunteer help, most recognize the advantages of paying
their employees, and they will prefer to pay whenever they can. If the cellege can offer
a reliable scurce of help, paid jobs can be developed in many agencies which utilize

_ large numbers of volunteers from other sources.

Continuity of students and job coverage are important to employers. Tha longer
the students work for an amplaya:. even if not in the sarne job, and tHe more con-
tinuous the coverage, the greater is the likelihood of obtaining positions entailing
learning and responsibility. While employers can often pravide jobs that are not
covered continuously, it is expensive for themto do so with responsible positions. To

". obtain hard-to-get graduates such as engineers, employers will accept less coverage

and continuity. They are Iaa.s likely to do so for liberal arts students at this point in
time.

It may be helpful to davala[a two files of jobs: one for students who wish to make
Ionger term commitments in order to get in-depth experience; another file for project
work and peak load or cyclical jobs that may terminate at the end of one ~r two
semesters and for which the employer may even prefer short-term student help since
termination of the project does not result in the payment of high unemploy-

ment benefits.
While there are advantages to alternating work_and ar:haal and while under

-federal support if is required, two consecutive work semesters such as summer and

fall, spring and summer, etc. can often result in better experiences than might be
provided for shorter term alterriating students. Summer is sometimes a poor time to
start a new job since more students may be working then and most employers tend to
be short of supervisory help. - £

Job development can be done by anyone who is so inclined, but maost programs
find that a full-time staff raapaﬂs:bla for job development, counseling, and placermnent
is most effective. The staff is more sensitive to employer needs and more familiar with
students as well as with jab patantiala ‘T"ha advantage of Faculty job davelapars

experlence. but some may not be interested or may not have the time ta devote.

The cooperative education staff has a responsibility to maintain good
communication with employers. Employers need information about students who are
coming and going, feedback relative to the student's view of the employer's
programs, and other information heipful to employers.

There are advantages'to letting students find their own jaba since that is their
responsibility when they graduate. However, if the campus ar-umes this respon-

sibility they can control the quality of jobs and better assure all students of having an .

appropriate experience. If students can find jobs equal to or better than the
program’s, they should be permitted to do so, providing that the institution can meet
its commitments. The job finding experience helps to develop coping skill, and these
independently found jobs may later become available to the program.

While no employer is obligated to hire co-op students, once an employar daas

‘do s he/she accepts certain responsibilities. These include:

* providing the best experience and supervision possible

* being willing and available to communicate with the aampus staff and to

~ provide feedback about students’ progress

* being willing to review students’ perforrnance with them.

" The “development of an employment progtam consists of several activities which
will occur concurrently. In-addition to creating promotional matenal and attracting

©

g B -
-9
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students, the employment program must:
create a job bank :
+ develop a placement process -
* organize an orientation to prepare students for work
» establish a sound liaison system with émployers

Creating a Job Bank

The job bank is the resource to which students and coordinators|look for the most

- appropriate experience. Creating a job bank or files starts with identifying the discip-

lines for which jobs are needed, the kinds of experiences that are appropriate, and the
employers able to provide these experiences. The Department of Labor’s Qecupational
Outlook Handbook, the College Placement Council's College Placement Annual, and
other publications provide a considerable amount of information describing occupa-
tions for different disciplines and_the employers utilizing these disciplines. The

- College Placement Annual provides names, addresses, and telephone numbers of

perscns to contact in several hundred firms and government agencies. Once the staff
is familiar with the needs of employers, the Yellow Pages can be used to develop leads.

Developing the job file entails the following steps: ‘ K

¢ Organize a list of leads or employers to be contacted. )
e Send a letter concisely describing the program along with promotional
material which will provide more detailed information about benefits,
operations, etc. No mailing should be larger than the number that can be
followed up with telephone calls and/or visits within a period of two or three
weeks. The letter should indicate that the coordinator will contact the
employer. Do not wait for an employer response. Most will not reply, although
.a few may. . . 2 :

Call for appointments to visit. it is often easier to obtain the appoiritment
through the secretary of the person to whom the letter was addressed. In some
insiances it may be quite possible to do job development over the phone. It
saves both time and money for the institution ‘and the employer. A few
schools have done this quite successfully. [

* The visit or telephone call is a sales presentation. Prior to these visits

" instruction in selling may be necessary. Role playing in cooperative education

sales calls is also very helpful. . -

e During the visit or telephone call the coordinator must listen for employer
needs and show how the co-op program meets these needs. Every effort
should be made to get the employer to make a positive decision.

* Keeping a file of all activities is essential to maintaining order in the job
development process. Calls, visits, replies and outcomes must ail be.
recorded: ' . = ,

+ Where the visits or telephone calls result in a job, the description of the job,
the potential learning, and all student requirements as well as the name and

" address, telephone number, pay, and a description of the employer’s product
or service should be written on an appropriate form and a copy sent to the
employer. Misunderstandings as to what is agreed upon happen even with this
double checking. _ .

* Prior to sending students to an employer, it is important that supervisors have
a clear understanding of the institution’s objectives for the program. This may
require meetings with employer supervisors to explain the objectives of the
program and the way it operates. This is especially important in cases where
the persons with whom the jobs were negotiated are not the supervisors.

- <10
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* Keep employers informed of the efforts ai.d the progress being made in send-
ing students. They expect something to happen, and if they hear nothing they
may turn elsewhere for help, Sometimes employers cannot wait, and the
campus needs to know if the job is no lenger available so that others can
be developed.

* As a rule, jobs can be sought and interest developed prior to students being
available. However, employers should be told if there will be a considerable
lapse of time before they can access students.

¢ Confirmed jobs should be entered into the job file or job bank,

* Employers expressing interest but not prm'ldlng jobs should be contacted
periodically.

- The Placement Process:

Connecting Students and Jobs

Informing students about jobs can be done through job pesting and computer
terminals or in individual sessions with students. Providing access to the job file:
permits some self screening, and it is a learning process for students and a time saver
for the staff. Students are quite realistic abcut the jobs for which they will apply.

A coordinator has a responsibility to employers to dissuade students from
applying for jobs for which they are clearly not qualified. If they insist, the coordinator
can alert the employer that of the group of students applying there is one who would
not normally be referred. In this way the coordinator is informing the employer that
the institution is aware of the employer's requirements and that attempts were made
to send only qualified students. It is not necessary to identify the student in question.,
Often enough that person is employed and becornes a successful emplayi‘e

By discussing jobs individually with students, the coordinator is better able to
control the referrals, but some students will feel resentment upon hearing of jobs
through other students for which they believed they were qualified but not referred.

Employers should always be contacted prier to referring students. In addition to
keeping the employer informed, this notice will aveid embarrassment to the coordi-
nator and irritation to the student if the job has been altered or discontinued.

As a rule, it is a good learning experience and more efficient for students to
contact the employers for -interviews. Students should arrange their interviews as
soon:as possible after being referred so that those not hired can quickly be referred to
other positions. Once they have been hired, they should not be considered for nor
permitted to apply for other jobs,

One of the forms discussed in the form section of this chapter is a self-addressed
postcard with the name, address, and telephone number of the employer. This card
serves as a means to introduce the student to the ernployer as one referred by the
institution. Employers indicate their decisions and return the cards to the institution.

The interview should be recognized as a two-way screening process. Students
should also be able to refuse the arrangement, just as employers can reject students,

If a student should fail to obtain a job aftér several interviews, the reasans should
be obtained from the interviewers and the student counseled as to what he/she might

"do differently. Only under the most unusual gircumstances should a student be

viewed as “uﬁplaceabié"

Maintaining Employer Relations

Periodic visits should be made with supervisors, perhaps once per term fo those
within a reasonable distance. There are several purposes for these meetings:
* Employers want feedback about the employment program they are

providing.
nmo 1
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* lﬁfcrmaticﬂg can be obtained in visits which employers may not wish to write
on evaluation forms to which students have access.

« Visits reflect the institution's interest in making sure the program is beneficial
to buth students and employers. The visits help to maintain the employer’s
conscientiousness.

* Visits provide opportunities to reinforce the institution’s objectives for
cooperative education.

In summary, the visits are the public relations efforts to which any service
organization should remain sensitive. It reflects an interest in the well-being of
students and employers. When coordinators stop visiting, there frequently is a
dropping off in empioyer interest and the quality of experiences provided. Students
also perceive the coordinators visits as a conscientious effort by the institution to
maintain effective programs. ) '

Counseling and Preparation for Work

Counseling. whether done on an individual basis or in small groups, is done prior and

. subsequent to the work experience for several reasons:

s Students and coordinators become acquainted in the counseling sessions.
Coordinators are able to learn of the students’ interests and needs, and the
sessions provide the coordinators with opportunities to earn the students’
confidence. ' .

s Counseling sessions are used to help students focus more clearly on their
career interests. In these sessions, the coordinator can provide information
about the occupations and careers in which students have expressed interest
and/or refer students to career information resources.

s- Counseling can be used to help students recognize the need for change and to
help them achieve those changes.

 Additionally, counseling is needed subsequent to the work experience. It is
not enough to send students out to work, it is also important to help them
recognize the extent of the learning acquired in their work experiences and
the implications of that learning for their career plans and academic
programs. .

Preparation for Work

Orientations with students are essential prior to their beginning the co-op employ

ment program. While not all inclusive, the orientations should cover at least thy

following: ,

~» The purpose of cooperative education, the program's policies and
procedures, the institution’s expectations of students, and that which students
can expect or to which they are entitled from the institution; ;

¢ An orientation to work to include employer respansibilities. student respon-
sibilities to the employer and the institution, and ways to maximize the value
of the work experiences;

* An exploration of job getting and job holding skills. Included in this portion of
the orientation is value assessment (self analysis), resume design, letter
writing, interviewing techniques, interpersonal relations in the workplace, and
discussions of the relationships of work habits and work values to career
success, :

Academic Credit
Granting credit for work learning serves a number of purposes, some of which are the

following: .

12
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* it involves the faculty who will generally help to identify the leaming
: objectives and evaluate the learning,
i * it helps students to focus on what is to be learned and requires them to
become active leamers,

® it emphasizes cooperative education as a learning prograr rather than as a
work and jobs program,

* employers may be more conscientious when credit is granted for work
leaming and they are part of the process,

® it increases student participation in the cooperative education program.

In granting credit, there are a number of issues that will need to be resolved.

ThESE would include: :

* will credit be awarded for learning or for experience,

* will credit in cooperative education projects be awarded only for study related
learning or will credit be awarded for the acquisition of coping skills and
personal growth,

¢ who will award the credit,

# what will be the credentializing process,

* how can the intellectual content and level of learning be assessed.

As a rule, credit in four year programs is awarded for learning rather than for

time put in or for the experience itself. Where credit is learning based, a learning
agreement is used with specific learning objectives. Often, these are outlined under

. the direction of the coordinator and formalized with a faculty adviser. Learning

objectives generally include a predominance of study related objectives but will often
include objectives related to understanding the politics of the organization, how to
work within it, and progress in developing work habits and values.

At the time the learning objectives are completed, it is desirable to specify the
process for evaluating the learning. The evaluation process will depend upon the
objectives, the nature of the project, and the Iearnmg to be acquired. For instance, if
the project is a study of political activities and the role of individuals in a p@htu:al
campaign, a report describing the student's activities and what he/she did in a
campaign might form the basis for evaluating the learning. If the project were to focus
upon the role of political campaigns in electing candidates, the term paper might be a

- conceptualization of the political process and an analysis of what works and does not.
‘The evaluation can be in the form of a competency exam or the working of a
~mathematic or economic model.

Utilizing learning objectives over time based learning establishes more credibil-
ity for awarding credit since there is an attempt te measure both intellectual content
and the level of the Iearnmg ie, lcwer IEVE] and upper level learnmg

emplayer Emplayers shauld have some mput as to the student’s Iearnmg ba:ause '
they are the most knowledgeable in assessmg certain aspects of the student’s growth,
such as work habits, values, and coping skills. Furthermore, if they perceive
themselves as participants in the student's education, they are more inclined to
provide better supervision of the experience.

Where credit is awarded by an academic department, that departrnent should
receive credit for that effort. If the number of students involved in cooperative
education projects is sufficiently great, some faculty members may be released from

courses or paid overloads for their time. The cost of the off-campus credit should not

be more than the cost of on-campus credit.

Collecting and analyzmg data relative to the operation of the :@apéfalﬁve program is
13
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rosential to its organization, its smooth operation, and an understanding of its impact
upon students. the campus, and the community. Every affort should be made to
collect the information only once. Computer storage will facilitate its being
reproduced for different purposes rather than requiring duplicate collections. Some
of the following data will be needed continuously:
+ |aformation on students applying to the cooperative education program,
including name, address, class, major, previous experience, goals etc

s |nformation on students enrotled in the zooperative education program,
* Information on students available ior placement:
« Information on students returning to jobs and on students leaving jobs:
All of these purposes will require sorme comman elements of data collection. If
gathered and stored properly. one collection is all that is needed.

Infarmation on employees is also needed, such as:

e MNames. addresses, teiephone numbers, salary and pay scales:

+ _Job descriptions;

* |earping possibilities;

* Student requirements;

+ Students referred;
Srudents hired:
. dents returning and studentis leaving.
Other kinds of information such as the stag
and the number of credits earned is also necess

Forms must be developed to:

s Introdue: students'to employers

s [nable armployers to write evaluations

s Permit students o describe their jobs

& Permit iits to petition for exceptions

This list of necessary information is only partially com ~ach program may
have unigue information needs, and the ghove is the minimu: will be required.
The nature ¢f the infcrmati«j{n tnat is required will determine the appropriate forms for
collection anr. storage. lnformiation can be fed directly into 7 data base and stored
without using forms for -l . and storage, but as a rule this is not practical. The
facilities of the nistitutics wilt ame derree determine the methods for collecting
and storing in‘ormation.

In addiur to the m-eds bDasic to Lhe department's operation. there is
consicie=1biy - e inforration that is needed for management to be effective and for
the insritutins ‘o have a good understandii.z of the program’s effectiveness in

—_

of learning contracts development

achievineg its

The
and publ
outcome:

at e poblished campus wide while other will be for
ranagement ut “he tollowiryy iv a « arial list of information that is useful for
nianagemeiit

3

‘on and that number as. a

bie DL i=b, oca tioe number and percentage of
tne rismber of jot d- 14 visits o calis made and the number of these
contarts that reswites in juns ond placements. '
Tha zhe,cmentioned item on job development should be applied to each
individi.! 5 mernbar and the data used for management guidance and employee
develop:rere. ’ :
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cooperative education with costs in laboratory courses and other similar programs,
The following should be considered:

*® the cost per student placed;

* the cost per student served (counseled. etc.) but not placed:

* the cost per placement per coordinator;

* the cost per credit hour.

The credit hour cost is partially based on the method used to compensate the
faculty. The cost will generally be lower than classroom credit costs if the faculty's
participation is paid as an overlead. A head count can result in higher or lower costs
thar in line load depending upon amount paid per student. Costs are discussed in
more -etail in another section of this publication, :

Fe- general distribution, the following statistics will be useful in determining the
value and impact of the cooperative program:

¢ student participation in the ‘program by college. major, and vyear;

* student’s reasons for participating in the cooperative program:

* the nature of the jobs sought and those in which students are placed:

*+ the reasons students applying are not placed:

* the number and percentage of students participating in the cooperative plan
who complete their education (persistence); |

* the academic standing of co-op students compared to all students (for selec-

tive programs this will not be meaningful);

* the number of inquiries compared to placements, according to major:

* placement by geographic area;

* the post.graduate outcomes of co-op students compared to non-co-op
students,

Relationships with Other Departments

To smooth the path of cooperative education and to help the campus realize its
potential value to the students, the faculty, and the institution, open communication
with other groups on the campus is essential.

Admissions and the cooperative education staff can both gain by an ongoing
exchange. Information about cooperative experiences and post-graduation outcomes
are good grist for the admissions mill. Knowledge of high demand job markets may
irfluence the choice of areas in which admissions declides to recruit. Knowledge of
good recruiting markets can and perhaps even should influence the areas in which
the cooperative staff does some of its job development.

Financial aid is another area which can be very helpful to the cooperative plan,
While co-op is not primarily a financial aid program, the earnings are important to all
students. Cooperative education income and experiences can be most important to
art students, for instance, whose after graduation salaries tend to be so low that
borrowing in college is discouraged. Since many of these students stop out from
school periodically to earn money, cooperative education may be able to provide
better stop outs.

The cooperative staff needs to know how earnings affect financial aid, and
financial aid must be familiar with changes in the requlations such as the use of work-

g the impact on.aid programs where

study money and the regulations concern
co-op earnings are not treated as financial aid.

. . The office of the registrar is another area with which the cooperative staff should
work and maintain ongoing communications so that ways may be found to smooth
the transition from school to the cooperative job and back to school. A reporting
system that keezs irack of all students is essential. Students should be reqistered

15
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while on their cooperative education work periods if for no other reasons than to keep
their medical coverage in effect and to pievent loans fram becoming due

. The public relations and alumni offices will be helpful if they can supply informa-
tion on various firms and alumni who might be able to hire cooperative students.
Cooperative education placements and related information are good input to alumni
group meetings and can fortify requests to industrial foundations for support. Since
most firms cannot give to all colleges applving for assistance, knowledge of a coop-
erative education relationship and its benefits to the firm may count heavily in a firm's
decision on which institution to assist.
The Role of the Faculty
The faculty's support and involvement in the cooperative program can make the
difference between its being a means to cornplement the education of a significant
number of students and its merely being an employment and tinancial aid program
for a few. Because of the faculty's broad influence with students, their involvement
assures a learning emphasis, and their support results in much greater student
participation.

To obtain the faculty's assistance in making the cooperative plan an effective
learning device, at least the following is needed:

s The program’s credibility must be established by those at the highest level.

s The cooperative plan should be initiated for educationally sound reasons.

s From the time the decision is made lo examine cooperative education.
members of the faculty should be included in the development of the
program. '

» The faculty must be kept well informed of the program’s operations.

“ha faculty's role in the cooperative education program should be defined,
~d they should have input in determining this role.

+ [he faculty's concerns should be recognized. and steps should be taken to
alleviate those concerns whenever possible.

The faculty's participation will facilitate sorne of the change that is needed to
assure the educational soundness of the program and to see that it is appropriate for
all students. _

Faculty support is impc- tant lo sev- al dspe arogram development. Imple-
menting cooperative education requires many changes on the campus, Included are
calendar. curriculum. and scheduling changes, but the most essential change is an

attitudinal change. The faculty will be more inclined to support change when they see
the need for the program.

" The faculty has a great influence on the student body. Although not prirmarily
responsible for promoting the program. a supportive faculty can result in more
students participating in cooperative education. In their official and unofficial
advising capacity, the faculty is frequently aware of their students’ career concerns.

If the faculty is supportive of co-op's career developrment potential, they will
encourage students to explare cooperative education and to participate in it.

Where jobs are distant from the campus, the faculty will be instrumental in
encouraging students to seek the best opportunities rather than merely those that are
mmost convenient or pay the best.

Where credit is to be awarded for work-learning. it is important that faculty be
involved in the credit-granting process. The initial efforts needed to help students
establish learning objectives can start with the cooperative education staff, but they
must be completed with the advice of the faculty advisor. :

Some and perhaps many faculty will be involved to a degree in advising
students. in thé identification of learning objectives, in the evaluation of the learning.
and perhaps in the supervision of students. The latter, while valuable, can be time
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consuming and expensive in terms of time and travel cos*s. Through the employer
contacts that go with the supervision, however, the faculty will have a better apprecia-
tion of employer views and the relationship of education to employer needs. The
faculty will learn of:

* the skills and training employers seek.in entry and upper Icvel positions,

* ways to improve the effectiveness of their teaching and the curriculum to

prepare students for careers, and

* ways to relate their teaching and subjects to the needs of society in order to

. make their education more relevant to the warld off the campus.

The cooperative educatior: staff has a major role in gaining faculty support. First
and foremost, the staff must gain the respect of the faculty. This will be influenced by
the caliber of the staff that is retained and the professionalism with which they carry
out their responsibilities. They must also keep the deans of the colleges and the
faculty fully informed of the program's activities. This would include providing
information on the numbers of students applying and placed, the nature of the place.
ments, outcomes for students in terms of study related learning and career choices,
and the persistence of students participating in the cooperative program as comparad
to those who do not participate. The staff should send information to each depart-
ment relative to the placement of students in that department. Whenever possible,
the staff should strive to alleviate any problems or concerns students have in
participating, such as registering for courses, since these difficulties are not only
problems to students but concerns to the faculty,

Organizing and Using An Advisory Committee

The purpose of a cooperative education advisory committee is to help provide
direction to the rrogram's . inistrator by ant ating the impact that the
program’s operatiun will have on the various segments of the acadernic community,
If it is representative of the institution, it can also help to gain acceptance for and
participation in'the program from the segments of the institution that are represented
on the committee. - ' :

On most campuses it is suggested that the advisory committee consist of repre-
sentatives from the administration, the faculty, the student body, the employers, and
the cooperative education staff. The faculty representatives should be chosen most
carefully. They should be sensitive to the concerns of the various faculty groups on
the campus so that actions likely to offend any of the groups can either be avoided or,
if they are necessary, théy can be explained ahead of time and efforts made to soften
their impact.

including students wi.l help the entire campus community to keep abreast of
student views. Their input will aiso help the staff to take steps for which they might
not otherwise have seen a need. .

On all advisory committees, it may be helpful to include employers. Through the
committee, employers can give the campus information about businesses’ needs and
provide a realistic assessment of what the employers can do for the cooperative
program. It might even be possible, through the committee, to get some employers
to explore with other emplovers their reluctance in hiring liberal arts students and
those from other hard-to-place majors.

The various groups can also promote the program with their constituencies.
{Zertainly if the faculty representatives are influential faculty members, their participa-
tion alone will lend credence to the program. Furthermore. the advisory committee
representatives can’be instrumental during faculty meetings in explaining the con-
troversial aspects of the program and obtaining acceptance for the program and its
policies. A corresponding value can be obtained from students and employers.

17
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Summary

Among the implementation areas considered in this paper are the following:

Publicizing the decision and the plan to adopt a comprehensive cooperative
education program

Designing the calendar and scheduling courses

Seeking technical assistance

Orienting the faculty and the administration

Marketing the institution and its cooperative program

Recruiting students to the campus

Recruiting students to the cooperative education program

Setting criteria for student participation in cooperative education programs
Hiring the director and staffing the program

Hiring and training the staff

Determining registration procedures

Establishing an employment program

Developing jobs

Creating a job bank

" The placement pi- ~ess: connecting students and jobs

Maintaining employer relations

Counseling and preparing students for work
Awarding academic credit

Developing and maintaining forms and records
Building relationships with other departments
Building relationships with faculty

Organizing and using an advisory committee.

In the preceding pages, some guidelines have been given for putting into effect
the stage three implementation plan/budget. Through this implementation plan, the

' performance objectives of stage two can be mei, which will realize the institution’s

key strategic decision to develop a large scale comprehensive cooperative education
program.

-
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The National Commission for Cooperative Education's series on comprehensive
prograrn development includes the following publications:

A Positive Future for Cooperative Education — an interview with Dr. J.W. Peltason,

Developing a Comprehensive Cooperative Education Program:
Strategic Planning Stages ' '
Implementing the Plan
Building A Consensus
Evaluating Market Opportunities
The Consultation Process



